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SPRING '14 
English 2760: Introduction to Professional Writing 
Prof. Angela Vietto 
Office: 3345 Coleman Hall 
Office hours: M 1:00-2:30, T 10:00-12:00, 
F 1:00-2:00 and by appointment 
Cell phone: 217-549-3203* 
Email: arvietto@eiu.edu* 
Why are we here? Course goals 
Graduate teaching apprentice: 
Solomohn Ennis-Klyczek 
Sol's hours at the Writing Center: 
M 12:45-3:00 & 6:00-9:00; 
w 9:00-9:45, 12:00-12:45 & 6:00-9:00 
R 9:00-12:00, 12:45-3:00 
F 12:00-12:45 
Powerful writing in multiple formats is an important asset in most professions and workplaces, and 
for some professionals "writer" becomes their primary identity. This course introduces key 
principles and topics of professional writing and offers an opportunity for you to learn more about 
careers and issues in professional writing. 
Leaming objectives 
By successfully completing this course, you should gain or improve the following skills and abilities: 
1. Use effective communication strategies, including appropriate research techniques, to solve 
hypothetical and real-world problems (i.e., critical thinking and problem solving) 
2. Adapt general professional writing principles (related to content, organization, and tone) to 
specific audiences, purposes, and contexts 
3. Understand the types of editing and the roles of style guidelines, copyediting, and 
proofreading 
4. Use revision and editing to improve your own and others' writing 
5. Write clear, correct sentences 
6. Use basic principles of effective visual and document design 
7. Use effective collaborative strategies to create a positive work environment 
8. Demonstrate understanding of basic concepts related to effective writing for online contexts 
9. Demonstrate understanding of basic ethical and legal considerations related to professional 
communication 
10. Familiarize yourself quickly with new software and effectively use a variety of 
communication-related technologies 
11. Prepare and deliver clear, effective oral presentations 
Books from Textbook Rental 
Baehr & Schaller, Writing for the Internet 
Oliu, Alred, and Brusaw, Writing That Works 
Additional Text (to be distributed in class): Bang, Picture This 
Information for Students with Disabilities 
If you have a documented disability and wish to receive academic accommodations, please contact 
the Office of Disability Services (581-6583) as soon as possible. 
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Assignments and Grading Final Grading Scale 
40% 
40% 
10% 
10% 
10% 
A 90-100% 
B 80-89% 
c 70-79% 
D 60-69% 
F 59% and below 
Analyses, cases, & homework: Analyses will ask you to examine a real communication and 
analyze it using principles we are studying. There will be four analyses, each about 2-4 pages long. 
Cases will present you with a real-life scenario and ask you to produce a communication for a 
specific audience and purpose within that scenario. There will be four cases, each about 2-4 pages 
long. Assigned drafts and revisions prior to the final version of any project will be graded as 
homework, and a few additional homework assignments will typically be of a page or so. 
Client projects: Our two client projects will involve collaborative work within the class as well 
as interaction with the clients. Client evaluations of the final versions of the project will constitute 
half of the grade for each client project 
Attendance 
According to the Department of Labor, the most common reason new college graduates are fired is 
because of absence and lateness. If you aren't in the habit of getting up on time every morning and 
going to all of your classes, you should get into that habit 
• You may miss four classes over the course of the semester. Each additional absence will 
reduce your final grade by 1 %. 
• When you miss class, you are still responsible for meeting assignment deadlines. 
• If you are missing class on a day when your classmates will be affected by your absence (for 
instance, when we are working collaboratively or peer reviewing), you should make 
alternate arrangements for submitting your portion of the work. 
• To find out what you missed in class, talk with a classmate. Assignment sheets and most 
handouts will be available in D2L. 
Grading, Revision, and Deadlines 
The following policies are designed to balance two somewhat competing goals: to allow you 
improve as much as possible and to help you learn to meet deadlines with the best quality work 
possible. 
Meetin9 Deadlines 
1. For client projects, extensions will not be available except under the most dire of exceptional 
circumstances (and in some cases, not even then). 
2. For analyses, exercises and cases, extensions will be granted as long as they are requested, by 
phone, no later than 9 p.m. the day before they are due. 
3 
3. All assignments that are turned in late without an extension will initially be assigned a grade of F, 
but, for analyses, exercises and cases, if turned in within 24 hours of the deadline, they will be 
eligible for revision. 
Revision 
1. For client projects, we will build revision into the daily work of the course, and we may also need 
to revise in response to client requests, but no additional revisions will be possible after the 
client accepts the project. 
2. For analyses, exercises and cases, in some cases revision will be assigned; in other cases we will 
see what you can do on short deadline (which means you should plan for revision time 
independently). Either way, after receiving a grade, you may revise for an improved grade-and 
you may revise as many times as you like (revisions will be accepted until the final day of class). 
3. Work that is turned in late without an extension will not be eligible for revision if it is more than 
24 hours late. 
Bonus 
For every project that is submitted on time (no extension) and which receives a grade of B+ or 
better on its first submission, you will earn a 1h % bonus on the final grade. 
The English Department's statement on plagiarism: "Any teacher who discovers an act of 
plagiarism-'The appropriation or imitation of the language, ideas, and/ or thoughts of another 
author, and representation of them as one's original work' (Random House Dictionary of the En9lish 
Lan9ua9e)-has the right and the responsibility to impose upon the guilty student an appropriate 
penalty, up to and including immediate assignments, of a grade of F for the assigned essay and a 
grade of F for the course, and to report the incident to the Office of Student Standards." 
Professional writing and ethics: Understanding plagiarism and other ethical and legal 
dimensions of professional writing is one of the course objectives. The University and Department 
policies will be enforced, should need arise, but you should be aware that in this class we will be 
considering legal and ethical dimensions beyond plagiarism. 
Electronic Writing Portfolio 
Some assignments from this class will meet the requirements of the Electronic Writing Portfolio 
(EWP submissions must be at least 750 words). Submissions to the EWP from this class should be 
made by the last day of class. 
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Tentative Schedule - subject to change 
Because this class involves projects working with clients outside our class, the schedule is subject to 
change to accommodate the needs of those clients. Minor changes will be announced in class; if a 
major rearrangement of the schedule is necessary, a complete revised schedule will be distributed. All 
changes to the schedule will be reflected on D2L. 
Weekl 
Classroom 
Week2 
Lab 
Week3 
Classroom 
Week4 
Lab 
WeekS 
Classroom 
MJan 13 
WJan 15 
F Jan 17 
MJan 20 
WJan 22 
F Jan 24 
MJan27 
WJan29 
F Jan 31 
MFeb 3 
WFebS 
F Feb 7 
M Feb 10 
WTW = Writing That Works 
Wftl = Writing for the Internet 
Due Class activities 
Introductions 
Baseline writings Assessing audience and purpose: 
Overview 
Read the McResource Files (in 
D2L); write Analysis 1 
Martin Luther King, ]r. Birthday - No class 
Read WTW ch. 2, pp. 26-58; 
Read reports as listed on Analysis 
2 assignment; write Analysis 2 
Read WTWpp. 165-179; Find web Evaluating sources, confidence in 
sources for Case 1; optional information; review organization, 
reading, WTW ch. 3 outlining, drafting 
Draft of Case 1 due (bring a Revision for macro-level issues 
printed copy to class); read WTW 
ch. 4 pp. 94-113 
Revised version of Case 1; read Editing, editors' and proofreaders' 
WTW "Sentence Faults," pp. 589- marks; editing practice 
591 and "Subject-Verb 
Agreement," pp. 599-602. 
Read WTW ch. 13, pp. 433-449 Copyediting Quiz #1; proposals 
Topic for Case 2; read WTW pp. Peer review, brainstorming, 
205-216 organization; tables and lists 
Complete draft of Case 2 Revision for content, organization, 
tone, document design 
Revised draft of Case 2; read WTW Editing practice; MSWord Track 
"Commas," pp. 607-612. Changes tool 
Final edited version of Case 2 Copyediting Quiz #2; routine & 
sensitive correspondence 
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WTW = Writing That Works 
Wftl = Writing for the Internet 
Due Class activities 
WFeb 12 Cover email for Case 2 & Refusal Begin Client Project 1: PSA 
letter for Case 2 orientation 
F Feb 14 Lincoln's Birthday- No class 
Week6 M Feb 17 3 scripts for PSA project PSA Script Review and Editing 
Lab 
WFeb 19 Revised PSA script; read in WTW, Editing practice 
"Semicolons," "Colons," and 
"Apostrophes," pp. 612-617 
F Feb 21 Editing homework Copyediting Quiz #3; introduce 
visual analysis 
Week7 MFeb 24 Read Picture This pp. 6-41 PSA rehearsals; oral presentations 
Classroom 
WFeb 26 Read Picture This pp. 42-91 Applying principles of composition 
to choosing images; images, 
copyright, Creative Commons 
F Feb 28 PSA recording 
Week8 MMar3 Analysis 3 Begin working on Case 3 
Lab 
WMarS Work on Case 3; Mid-term portfolio 
assignment discussed 
FMar7 Case3 
Mar Spring break 
10-15 
Week9 M Mar 17 Mid-term learning portfolio due 
Classroom 
WMar19 Begin Client Project 2: Visit to 
CCHD; select projects and partners 
F Mar21 Group memo (due at end of class) Team meetings; work on poster 
project 
Week 10 MMar24 Read WTWpp. 217-251 Discuss design principles; work on 
Lab Eoster Eroject 
WMar26 Work on poster project 
F Mar28 Drafts of content due for CCHD 
Week 11 MMar31 Read in Wftl ch.1-2, pp.1-31 and Discuss new media principles; 
Classroom WTW617-621 editing practice 
WApr2 Read in Wftl ch. 3, pp. 33-43 and Discuss convergence; Copyediting 
WTW EE· 622-626 Quiz#4 
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WTW =Writing That Works 
Wftl = Writing for the Internet 
Due Class activities 
FApr4 Read in Wftl ch. 6, pp. 81-93 Discuss narrative theory and 
writing for the internet; 
Copyediting Quiz #5; discuss 
feedback from CCHD 
Week 12 MApr7 Analysis 4 Work on poster project 
Lab 
WApr9 Work on poster project 
FApr11 Complete designs due to CCHD by 
5 .m. 
Week 13 MApr14 Read in Wftl ch.12, pp.167-179 Copyediting Quiz #6; discuss 
Classroom blogging 
WApr16 Read in Wftl chs.13-14, pp. 181- Copyediting Quiz #7; discuss 
198 implications for internet writing 
FApr18 Feedback from CCHD Copyediting Quiz #8 
Week 14 MApr21 Final versions of posters by 5 p.m. Revision 
Lab 
WApr23 Copyediting Quiz #9; work on Case 
4 
FApr25 Work on Case 4 
Week15 MApr28 Draft of Case 4 Copyediting Quiz #10; peer review 
Classroom 
WApr30 Revised Case 4 Editing 
FMay2 Final version of Case 4 Discuss final learning portfolio 
Tues.May6 Final learning portfolio due; mock 
12:30- interview (final exam 
2:30 substitution) 
